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Unitl Introduction to
Business Letter

Parts of a business letter

Most business letters have seven standard parts. They are letter-
head, reference and date, inside address, salutation, body, compli-
mentary close, and signature.

When appropriate, any of the following optional parts can be in-
cluded: attention line, subject line, file or account number, enclo-
sure(s), carbon copy notation, mailing notation & postscript.
BENHKEBS

KELGBELBER 7 MR EARES, BUFEE: FL4.2
XS H B Bk BRIF EC S RHMFRRIE S

RIELRRFE, TR U T EREFENEAR TS, B .25 A
Ha FHEE ESERS M R T FAMEE,

1. Letterhead
Letterhead designs vary with business organizations and occupy
the top of the first page. They may be positioned the center or the
left margin at the top of the page. A business letterhead , usually
printed, contains all or some of the following elements: the compa-
- 1 .




ny’s name, address, postcode, telephone number, telex number,
fax number, the name of the officer or the director and even some
picture or slogan for a symbol of the company.
sk

HEARBOTTHEARM AR T Z A, B AEE TH
E7, Al R A . FAMNERE. AR L. ik iR
BIE SR EESHE . BESE EREA, EEREARME
B

2. Reference and Date
A typewritten date is necessarily included in the heading. The
date is usually placed two lines below the last line of the letterhead—
at left margin for full block style or ending with the right margin for
indented style. It is usual to show the date in the order day/month/
year (English practice)or month/day/year (American practice) .
e.g. 22th March, 1999
March 22th, 1999
22 March, 1999
March 22, 1999
Avoid giving a date in figures (e.g. 2/3/1999) and abbreviations
(e.g. Jan. for January ).
EZHSHEH
SEEPRE I DEARISS, RUBTEFL T @, SHH
f1zhE, EReF LB TREREDLGE, FH L BT HE
A E., EEASBHMEE BT ER/B/FE XEASHM
WLEHINFRA/H /4., 58N ERE2HART(Hm.2/3/
1999) LEEH T o

3. Inside address



The inside address is typed directly below the date line at the

lefthand margin. The inside address of a letter to an individual con-
sists of the person’s courtesy title, name, business or executive title
(it should be used immediately after the name) and address. While
the letter is to a group, the inside address includes the full group
name and the address. Care should be taken to address the recipient
as exactly as it appears on an envelope. e.g.

Ms. LiuHao

Second Department

China National Tobacco IMP & EXP. CORP.

11, HuFang Rd.

Beijing, China

Mr. John Smith
General Manager
The Indian Trading Company,
3. Avenue,
Bombay, India
HAuht

HHNMIEERESEFRANALHHNTE, HREREST
AW, Bt aEALSE SR EL REFRF(RREELAZE).
ik MRAFERER AN, Bt GEA M 2RAmt, ¥
HNEFEWREH I 5EH LAt B AR 25, #im.
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o A R AR AL
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4. Salutation

Salutation is placed the left margin two lines below the inside ad-
dress and two lines above the body of the letter. Considered a polite
greeting with which a friendly business letter begins, the personal
salutation must be appropriate for the first line of the inside address.
If the letter is addressed to an individual , it is usual to use:
Dear Mr. Smith,
Dear Ms. John,
Dear Prof. Hobart,
Dear Dr. Walter,

The trend is towards “Ms” as the courtesy title for all women re-
gardless of their marital status.

When addressing a letter to a firm, “Dear Sirs”, “Ladies and
Gentlemen” or “Gentlemen(American English)” would be used. In
fact, “Dear Sir /Madam” is expected more formal and less enthusi-

astic.
FROF

PRIPFES Py it T E A IE SC B, BT &SRS, 2, —#
R B E LIS I8 R T 6, B4 ASE, FRIER 5
H bt AL R — B, H AWM
X G T o
LR, (: ED )
AR BB
HBM LR,

WRERES LM, ERBEHSE, AERaRTH
“Ms"fE N ALERE R




MERE L AR, BRF A EHHLAEN T E
i1, REAE R REN. WHELLE, HHQ A/ L FAN
HFEREABHE.

5. Attention line

An “attention line” is considered a part of the inside address and it
leads the letter to a particular person or department when the letter
is addressed to a company. It is usually between the inside address
and the salutation or above the inside address, as shown in exam-
ples;
Attention: Import Dept.
For the attention of Mr. J.G.Donnan, Sales Manager
Attention of Mr. Standard, General Manager
KRIPAKE

ZPANBERREEAGEGARANBEREZARRAEA

BERAERT. EUBANRE AL -8, AEEHRTFSH
Pt 2 Rl s s ik 2 b, gl
3L &I
BHELE ). G.HBEEESD
HREEHHEBELEERZ]

6. Subject line

The subject heading is regarded as a part of the body of a business
letter. Usually it is in the upper case or initial capitals/underline and
placed between the salutation and the body of a letter to call atten-
tion to what content the letter is about. For example:
Dear Mr. Steven,
Our Order No. 123




Dear Sirs,
Subject: New Price List

Dear Ms Smith,
Our Catalogue No. 2

Dear Sir or Madam,

“Seagull” cameras

Dear Sirs,
INSURANCE POLICY NO HJ 560870
B (S RE)

RREBUA N RIEXCH — 34, EEE AR ERB - FHA
ERTMEMER, MEHFRTZ T, EXZ b, FREA—BR
MEFEHEENETRM 4. fm.
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7.Opening Sentence
The first paragraph of the body is of introductory characteristic.

It will always begin with thanking the previous letter received and

provide an introduction to what will be discussed. Here are examples

as follows:

ERFFL

EXHBE—BREERA I AR o 85 DURE X e iiw

KAGTF 86, BB EHEAFE, Fitn.

(1) Thank you for your letter of November 11.

B 11 A 11 BESRSE
(2)We thank you for your L/C No. FC864.
K #) B )7 FCB64 515 MIIE, R B

(3)Your letter of 9th September addressed to our Beijing Branch Of-
fice has been passed on to us for attention.
BH9IAIHERRIEFSAAMEEERLHR,

(4)We are very much interested in your “Nikon” cameras.

BAI B FM R R BARYLRE M&,

(5)We have received your letter of July 6 under reference AJ689 and
.thank you for-your attention to our new product.

RITEWBI R4S H AJ689 7 A 6 H M5 H Rt il
B TRIIAH ™Mo

(6)We refer to our quotations of 8th October and our mail offer of
1st December regarding the supply of “Speedo” swimming caps.
2R K F “Speedo” Uk TEHI LG HH, &7‘5‘ 10 A 8 HEY#
12 A 1 Higmid.

(7)We acknowledge, with thanks, receipt of your binding applica-
tion form for the 76th International Exhibition in March, 1998.
FATIEH BRAWBIR 20 1998 46 3 A% 76 mERR K &

. 7.



HEREARIWHIFER,

(8) While we thank you for your letter dated 11th February, we
very much regret that we are unable to accept your offer of $
2345 per metric ton CIF London for the above mentioned goods.
BB 2 A 11 HAR(E, BRIEN BERINARBEZR Y
X AR 2 697G & 50l 2345 XIT CIF %% H B Mriv it
&,

(9) Thank you for your interest in our “Motorola” automobile tele-
phones displayed at the Guangzhou trade fair.

%R BT MR RS ERR BRI F B A 3SR
3.

(10)We are pleased to inform you that arrangements have now been
made to ship the cotton underwear under your Order No. 456.
W EIGERB T 456 FITRI THARMAKNERERD
BZHEZ,

(11)Your letter of May 16, 1999, has come to hand.

Bt 1999 4 5 A 16 HRRFEEWE,

(12) It gives us much pleasure to send you, at your request, the
booklet that offers you the necessary information.
MRGTER, RMNFEEEHFEZRINANETN, B0 =E
5 Eo

(13)With great interest we have your letter of April 2, 1987.
BRI ERKRAI BRI BT 1987 4£ 4 A 2 BEEE,

(14) We feel disappointed to learn from your letter of August 5,
1998, that you can not supply the order on time.
BAMCBI B 7 1998 48 A 5 HEIRM, B BIRHKR RN
A HEHE T

(15)This is to confirm our fax of June 7, 1999, reading:. ..
FEWARS 1999 4 6 A 7 B SR, AR

.8 -



(16)We wish to direct your attention to the question mentioned in

our letter of January 2, 1997.
EREFESIEBHTHRF 1997 F 1 A 2 BEFRIETE
HEE.

(17)We fail to learn from your reply to our letter of May 4, 1999.
RIMMBEEWRR AR 199945 H 4 HEEHESE,
(18)We regret up to the time of writing we have not heard anything
from you about the shipment under the captioned contract.
RIVBHRE, HIE AR 1R EREUEFA X RE R B

MR THRIHER,

8. Body of the Letter

A body, where all the information are to be given, usually falls
into four parts—opening, middle, future plan and closing. Messages
should be stated and arranged logically. If necessary, paragraphed
appropriately. e.g.
{EHIEX

IESCERS RFTA 5 B PER I BT EE, EXX—BA WS L.

PE RKITRIAE R, AENBRREZHES TES RIERE
B YRS BRE. Bim:
Dear Sirs,

We acknowledge, with thanks, receipt of your binding application
form for the 86th Shoes International Exhibition in March, 1998.
Hall planning and stand allocation will begin 6 weeks after the appli-
cation dealing which is the April 24, 1998.

The registrations will be processed in the order in which they are re-
ceived. If we are able to find a space in accordance with your re-

-9 -



quirements, we shall notify you without delay by fax or phone.

We wish to point out that we need written proof of your company’ s
activities in the shoe business(e. g. extract from the Companies’
Register etc. ) and /or details of your products indicating guality
and country of origin, if this has not already been provided by previ-

ous applications.

For further information you may also contact our representative in

your country.

We hope to be able to welcome you as an exhibitor in Hongkong.
EER LN

EATSWRIRA 1998 4F 3 AHIX T2 86 fEEBREZH S
BEHRNNRIER, FFRRER

RBITHZHRE G A BR TR S E 6 BT, BiF
AR WIBR 2 1998 4F 4 B 24 H, RAVERIEWR 8 35 89 AT =
AT RIC THE, —RRAFE RNERW G, RIS LB E
B L R B SE AR AT

ISR LART R BB R PR A R AL, RIOFEHIFTERAAE
BV 7 T FE JRR I B A A5 TR (B4 - 8 R R B0 R ) B R MR
BEFMFEF B G REH.

MAFRAFEFERMIE, TSR TEREHRRER.

HNABERERUSRE GBS NEFBERTHXE S,

Dear Gentlemen,
We are now having our annual sale, and we should like very much to

have an order from you.

. 10 -




1

This sale is not advertised in the newspapers at the present time.
Only our old customers know about it. The public will not be in-

formed of the sale for approximately two weeks.

Most of our merchandise are included at significant prices. In addi-
tion, a discount is offered for payment within ten days.
B e AA:

R EFERMGEBE & TR, FBWBHRITIAITE.

HErxBHMRIREERE VUK HER & REE
&P, EEFEAMBRARZTHE.

MR BB R R i K4 R o B ALY, BAh, 10 R
SIS

9. Closing Sentence
The closing paragraph, usually with one-line sentence, contains
some future actions or expresses the good wishes. Caution should be
taken here to avoid the closing beginning with a participle, a prepo-
sition or infinitive. The following are examples.
EMEE
BEHRBE— R E—RE, WA XRRATHEE R
75 B B A LA A F, BB E AR R I 4R, Bl
(1)1 look forward to hearing from you soon.
& BRPBCRMR TR
(2)A prompt reply would be appreciated.
4 B TG 815K AR R
(3)We apologize again for any inconvenience.
B0 RO A T ERTKE
(4) Your courtesy will be appreciated and we earnestly await your
© 11 -



